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Why use the Texas Electronic 

Registration (TER) system? 

 Reduces duplicate registrations 

 Secure registration system 

 Edits and cross-checks reduce potential 

errors and amendments   

 Faster, more efficient, more accurate 

process 
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Setup and Maintenance 
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Security 

 Each facility/office should have two TER 

local administrators 

 Responsibilities 

 Maintain confidentiality statements 

 Setup new users 

 Reset passwords 

 User maintenance 
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 Assign user names 
and password 

 Assign user 
processes 

 Assign user location 
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User Setup 



 From the Main 

menu, choose 

Security 

 Choose User 

Maintenance 
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User Name and Passwords 



To add a 

new user, 

click the New 

icon for a 

blank screen 
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New User Setup 



For new user 

“Ann Example,” 

enter user name 

AEXAMPLE 

Choose a 

password that is 

at least 8 

characters long, 

including alpha 

and numeric – 

AN01EXAM – and 

re-type to verify 
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New User Setup 



Basic 

information – 

follow this 

general format 

Choose Not an 

Administrator 
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New User Setup 



Assign a location by 

clicking on the 

Location icon 
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Click the Save 

icon 

New User Setup: Locations 



Click the down 

arrow to the 

right of the 

Locations pull-

down and 

select 

DOH/Local 

Registrar 
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New User Setup: Locations 



Double-click the 

plus symbol to the 

left of DOH/Local 

Registrar to reveal 

list of locations to 

choose from 
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New User Setup: Locations 



Choose and  

highlight a 

facility from the 

list of locations 

on the left 

Click the right 

arrow to move 

selection to 

User Location 

and click Save 
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New User Setup: Locations 



Choose the 

Processes 

icon from 

this screen 

OR the 

previous 

information 

screen 
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New User Setup:  

Security Processes 



Using the same 

steps as 

Location, choose 

security 

processes 

appropriate for 

your staff and 

click the Save 

icon to complete 

setup 
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New User Setup:  

Security Processes 



Password Resets 

 User forgets password 

 

 

 Disabling accounts 
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 From the Main 

menu, choose 

Security 

 Choose User 

Maintenance 
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Password Resets 



Find the user 

on the Current 

Users grid and 

click to 

highlight 

Information will 

display on 

screen 
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Password Resets 



Highlight the 

Password field 

and type new 

password 

The Verify 

Password 

screen will 

appear – enter 

new password 

to confirm and 

click OK 
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Password Resets 



Click Save 

 

The password 

is now 

changed! 
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Password Resets 



User Maintenance 

 Be sure to remove TER access when staff discontinue 
employment! 

 To remove access: 
 Locate the User ID on the User Table 

 Change their password to something they will not know 

 Notate their User Name with No Longer Employed 
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Your Assignment! 

 Insure that all TER users in your office have signed 

the Confidentiality and Non-Disclosure Agreement 

 Remind all TER users in your office that 

they are to safeguard their password 
 User accounts are NEVER to be shared 

 Passwords are NEVER to be shared 

 Disable TER accounts for individuals who are 

reassigned or no longer work in your office 
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Record Status Screen 
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Your Report of Death Queue 



From the Utilities 

menu, click on 

Record Status 
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The Record Status Screen provides a way to see a 

list of death records in your jurisdiction that are 

not yet fully processed.  This will include records 

that have not yet appeared in the local acceptance 

queue but that have been designated to your 

jurisdiction. 
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Filters allow you to limit the view to a group of records that 

meet a certain criteria.  Records can be accessed by any of the 

filter options shown.   

• All Local Pending – all records designated to the local 

registration area and not yet assigned a local file number or 

file date.  This will include drop-to-paper and all electronic 

records.  This is the “report of death” filter. 
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The screen displays the EDR number, the date of death, 

name of the deceased, and the name of the funeral home 

initiating the record. 
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This record shows that 

the funeral home has not 

released the record 

(Demo Released) 

 

The medical certifier has been 

designated (medical office), so 

we know it will be an “all 

electronic” record 

The medical office 

has not released the 

record yet 
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Access to this information through TER will serve as proper 

notification by the funeral director to the local registrar - 

equivalent to providing a Report of Death. 
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Registering Birth Certificates 

 Entering non-institutional births into TER 
 

 Manual records submitted by midwives 

○ File paper record with VSU 

 Home births registered by parents 

○ Complete and file paper record with VSU, or 

○ Enter birth into TER 
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Entering Births in TER  

 Points to remember 

 Local Registrar must be set up in TER as 

certifier 

 Parent(s) must complete and sign worksheet 

○ Worksheets can be ordered from VSU 

○ Completed worksheets must be maintained for six 

(6) years 
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Manual Filings and TER Registrations 

 Paternity guidelines must be followed for 

father to be listed on birth certificate 

○ Local Registrars must be AOP-certified – repeat 

session on Friday at 8:00 
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 Parent(s) must provide statutorily required 

proof (TAC 181.26): 

○ Proof of pregnancy 

○ Proof there was an infant born alive 

○ Proof the birth occurred in the registration district 

○ Proof the birth occurred on the date stated 

33 

Manual Filings and TER Registrations 



Helpful Hints for using TER 

 TER Upgrades 

 Type – Tab Method 

 Visual Cueing 

 Unresolved Fields 

 Unknown Information 

 Cross Checks & Edits 

 Mandatory / Non-mandatory Fields 
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   TER Upgrades 
     Always allow TER upgrades  

when you enter the TER  
system 

 

    Type-Tab   
     Type in information then Tab 

to the next box to avoid 
incomplete information 

 

    Visual Cueing   
      Yellow indicates information 

is needed, white indicates 
information is complete and 
blue / grey indicates the 
field is pre-populated or 
disabled  
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Unresolved Fields 
You may view a list of birth 

fields that are unresolved 

for a   particular record 

and jump to that field to 

complete the information 

 

 

Unknown information 
If a mandatory field 

requires information, use a 

? for a numeric response 

and none for a written 

response 

 

 



  Cross Checks 
Compares two or more fields and determine consistency among them 

 

Soft Edits 
Require the operator to check the accuracy of the information before verifying it  

 

Hard  Edits  
Cannot be resolved until information is corrected 
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Example -  Hard Edit  
• If the child’s year of birth 

and the mother’s year of 

birth are entered the same, 

the user  would receive this 

cross check 

• If the information remains 

unchanged and the user 

clicks OK, this message 

will appear: 

This hard edit will not resolve until one of the fields are changed with a correct date.  



  

Mandatory Fields 
These fields must be answered in order for the record to be resolved 

 

Non-mandatory Fields 
These are fields which may be blank because they cannot be answered 

 

For example, the middle name field is non-mandatory, because some people do not 
have middle names   

 

If the child's middle name field was left blank, the following message would display 
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Pressing No will leave 

this field blank and 

resolved 



    Entering the Information - TABS 

 Tab 1 - General  
 Date AOP Sent ( Fax AOP and enter date here) 

 

 Tab 2 - Mother 1 
 SSN for baby? If you select yes the information will be sent to SSA 

 

 Tab 3 - Mother 2  
 Mothers maiden name (Name Prior To First Marriage) 

 

 Tab 4 - Father 1 
 Legal Father’s information (The man who is going to be listed on the birth 

record as the father) 

 

 Tab 5 - Father 2 
 The presumed father is the husband of the child’s mother 

 

 Tab 6 - Medical 1  
 

 Tab 7 - Medical 2 
 ImmTrac consent – TER only records the consent process, the paperwork 

would still need to be completed 

 

 Tab 8 - Certifier  
 Mother’s Medicaid Name & Number is only needed for Medicaid benefits 
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From the Birth screen, 

click the 

‘Registration/Inhouse’ 

icon 
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Click the New 

Record icon   

41 



Select the Record 

Type from the  

pull-down 
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To enter the place of 

birth, click  

(Add New) 
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Since the birth occurred at home, we 

need to add the home as a place of 

birth, or “facility” 
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Enter the street 

address where the 

baby was born 

Select the 

appropriate Home 

choice from the  

pull-down 
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Enter the place of 

birth address again Enter Texas and the 

city of birth 

Click OK 

46 



You will be returned to the 

General tab and the place of 

birth will be populated 
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Complete each field, tabbing from 

one to the next 
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After completing 

Mother’s Hispanic 

Origin, click 

Mother’s Race 
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Race options appear.  

Select all that apply. 
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Mother 2 tab – 

complete all items 

Mother’s maiden name 

Marital Status 
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Select proper response – 

determines availability of 

‘Father 1’ and ‘Father 2’ 

tab items 
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Depending on response 

to ‘Marital Status’ – you 

may also need to respond 

to ‘AOP’ question 
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Father 1 tab – 

complete all items 
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If mother is not married and no AOP is 

indicated, or if mother is “Married, but 

Refusing Husband’s Information,” the tab 

will be grayed out and no information can 

be entered. 
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If a father is listed, complete 

Genetic Testing and Father’s 

Mailing Address info 
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If mother is married, but her 

husband is not the father of the 

baby, and the biological father is 

listed on the Father 1 tab – enter 

her husband’s information on 

Father 2.  This information is for 

the AOP only; it will not appear on 

the birth record. 
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Complete each item on Medical 1, 

tabbing from field to field 

58 



Click on each “button” to 

reveal additional information 

to be completed 
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Click on each “button” to 

reveal additional information 

to be completed 
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Complete each item on Medical 2, 

tabbing from field to field 
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Click on each “button” to 

reveal additional information 

to be completed 
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Since the birth occurred at home, we 

need to add the attendant’s information 

to the Attendant/Certifier table 
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To enter the Attendant 

information, click (Add New) 

on the pull-down 
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You will be taken to the 

Attendant/Certifier screen.  

Enter the name of the 

attendant. 

Select ‘Attendant 

Only’ from the Role 

pull-down 
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Select the Attendant Type 

from the Type pull-down.  In 

this example, the attendant is 

the father, so select Other 
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When Type is Other, 

you must specify the 

attendant’s 

relationship to the 

mother. 

“Other” attendant 

types will not have a 

license number.  

Enter “999.” 

Complete the rest of 

the fields.  Be sure 

the Display in Lists? 

box is checked. 

Click 

‘OK’ 

67 



The attendant 

information will 

populate 
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Select the Certifier 

from the pull-down 
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The certifier 

information will 

populate. 

Complete the rest of 

the information 
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Adding a Certifier 
Certifiers must be added through Library Maintenance.            
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1. Click Library Maintenance 

2. Click Attendant/Certifier/Infant Attendant from the pull-down   

3. You will be taken to the Attendant/Certifier screen 

 



 

Click the ‘New’ icon to create a 

new certifier. 
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Enter the information requested, 

tabbing from field to field.   

Select ‘Certifier 

Only’ from the Role 

pull-down 
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Select the Other as the 

Certifier Type from the Type 

pull-down menu   
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Enter “Local 

Registrar” as the 

Other 
Enter “999” as the 

license number;  tab 

past the TPI number, 

leaving it blank 

Complete the rest of 

the fields.  Be sure 

the Display in Lists? 

box is checked 
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Enter a PIN for the Certifier.  

This will be used when 

electronically “signing” the 

birth records 

Click  

Save 
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All records will require electronic certification in order to be legally released from the facility. 

The certifier should always review the information for completeness and accuracy before pinning (signing) 

the record. 

Certification indicates that the child was born at that facility on the specified date and time. 
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1. Choose a Certifier from the list. 

2. The records ready to be certified for 

the selected individual will display. 

3. The Certify Toggle will indicate that a 

record is to be certified. 

4. Select the Certify icon from the 

toolbar. 

Certifying the  Record 
 



Certifying the  Record 
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5. Enter your PIN in the Certification Box 

and click OK. 

6. Click the Exit icon. 

 

 

 

 

 

7. Click ‘YES’ to save the record. 
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8. Click ‘Yes’ to release the “legal” 

portion of the birth record to the 

State office for processing.  The 

birth record cannot be filed until it 

has been Legally Released. 

9. Click ‘Yes’ to release the statistical 

information to the state.  Statistical 

processing and analysis cannot be 

done until this release point has 

been completed.  This is not an 

optional step. 

 

Certifying the  Record 
 



Registering Death Certificates 

80 
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Record Types 

Local Registrar 

Electronic Manual 
Drop-to-Paper 

(DTP) 

Local Registrars who participate in TER will 

handle processing up to three types of death 

certificates.    



Manual Death Certificates 

 includes statistical information (items 43-49) 
 

 includes printed information on the back 
 

 was not completed using TER software 
 

 has not been issued an ‘EDR’ or ‘DTP’ number 
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A manual death record is an 8 ½ x 14 inch (legal size)  

printed certificate of death that: 

 



 The local registrar must enter the basic information 

in TER prior to mailing the record to VSU 

 

 Entered in TER under Death>Local Registration 

 

 Was not completed using TER software 

 

 Has not been issued an ‘EDR’ or ‘DTP’ number 
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Manual Death Certificates 



This is the Registration Screen 

Click the ‘New 

Record’ icon   
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The New screen captures information needed to 

check to see if the record may already be in the 

system. If the record is already in the system it 

will be retrieved instead of creating a new 

record.  
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Move from field to field 

using your Tab key   

Minimum fields to be 

completed are Date of 

Death, SSN, and Gender   

Down-arrow to right of box 

indicates pull-down list   
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Click OK 
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Select Record 

Type 

 

If the deceased is named, select 

IDENTIFIED.  If the certificate is for 

an unknown person (John Doe, etc.), 

select UNIDENTIFIED. 
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Save to initiate Social 

Security Verification 

process 
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Incorrect Social Security Numbers represent a large percentage of the 

amendments made to death records. The SSN verification that is built 

into the TER death registration process sends information to the Social 

Security Administration to verify that the number on the record 

matches other information about the decedent that is on file with 

Social Security.  A response is sent back when saving for the second 

time to indicate if the number matches the information on file or if it 

does not agree with one or more items.  
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Note EDR # 

Assigned 

Click OK 

Note SSN status 

after save 
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Do not file the record 

before receiving a Social 

Security response. 
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Complete all other unresolved 

items shaded yellow while 

awaiting a Social Security 

Verification response. 
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Tab past Suffix and any other fields 

that need to be left blank – do not 

leave them bright yellow 

If last name is same as maiden name, 

enter same name in each field. 
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Clear ALL of the bright yellow fields! 

 If Social Security Number is blank or 

“Unknown” on the death certificate 

 Enter one question mark - ? 

 If the city of birth is blank 

 Enter “UNKNOWN” 

 If one (or both) of the parents’ names are 

unknown 

 Tab past the first name field to clear the yellow 

 Enter “UNKNOWN” in the last name field 
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After all items have been 

resolved, save the record a 

second time.  The social security 

response should be back. 

Click the 

Save icon 

For a record that passes social 

security verification, the status 

‘PASSED’ will be displayed 

under Social Security Number. 
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If response is FAILED - attempt to verify the 

information with the funeral home. Up to five 

attempts can occur per record.  Even if the Social 

Security Number cannot be verified you will still 

file the record, assigning a local file number and 

local file date.  Do not delay filing.  

97 



Enter the Local File Date and 

Click the ‘SAVE’ icon 
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All items are now complete, the 

record is ready to be released to 

the state. 

Click Yes to 

release record. 
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Complete the registration process by filing 

the manual paper death record.  Record 

your local file number and file date on the 

record, along with your local registrar’s 

signature.  Make your file copy and mail 

the original to the state office. 
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Be Sure to Keep Your Queue Clear! 

101 



Check for Records in 

Queue at a glance! 
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State Release won’t be offered until all 

bright yellow fields are resolved. 

Click into the bright 

yellow field and 

Tab out to clear 
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If a record is complete, click Save to get 

the State Release prompt. 

Click the 

Save icon 
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Drop-to-Paper Death Certificate 

 Has been completed using TER software  
 
 Is not ‘fully electronic’ because the medical certifier or 

funeral home is not using TER  
 

 Does not contain printed information on the back 
 

 Includes an ‘EDR’ and ‘DTP’ number 
 

 Excludes printed statistical information (items 43-49) 
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A drop-to-paper (DTP) death certificate is an 8 ½ x 11 inch 

(standard size) printed certificate of death that: 

 



Electronic Death 

Registration Number 

This is the 8 ½ x 11 inch (standard size)  

Certificate of Death ‘DTP’ form.  It 

contains an ‘EDR’ & ‘DTP’ number. 

DTP. NO 1 EDR 000000000271 

Drop-to-Paper 

Number 
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The selected record is retrieved.  Verify that 

a social security verification has been 

initiated and a ‘PASSED’ or ‘FAILED’ 

response is present. 

For a ‘FAILED’ response, attempt to 

verify the information with the funeral 

home. Up to five attempts can occur per 

record.  If the record cannot be verified, 

file it by assigning a local file number 

and local file date.  Do not delay filing.  

Compare the DTP number on the paper to the DTP number on 

the screen to make sure that you have the most recent version of 

the ‘drop-to-paper’ form. The DTP number is the count that 

represents the number of times that the ‘Drop-to-Paper’ death 

certificate has been printed. This number also prints on the 

paper copy of the ‘Drop-to-Paper’ death certificate. This number 

would be ‘1’ for records that are in the system that were printed 

on paper to be filed.  If the number is more than ‘1’ it may mean 

that the original did not print correctly due to a printer problem. 

A count of more than ‘1’ on a routine basis from a location 

might invite a fraud investigation.  
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Enter Local 

File Number 

Enter Local 

File Date 
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Click the Save icon 

to release record 

All items are now complete, the 

record is ready to be released to 

the state. 
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Select Yes 
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Complete the registration process by 

filing the DTP death record and 

assigning the same file number and 

date, a local registrar’s signature and 

issuing certified copies. 

02/01/2006 02/01/2006 
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Your Assignment 

 Insure that your office’s Local Registration 

Queue is clear 

 Upon returning to your office, open your 

Local Registration Queue 

 Complete and clear out any records 

present 
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What about….. 
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…when 
something a little 

“different” 
happens? 



Records Dropped to Paper by Medical Certifiers 

 HB 1739 

 Justices of the Peace 

 Medical Examiners 

 Most Medical Examiner offices initiate 

their own death certificates and do not 

pick up records initiated by funeral 

homes 

 Medical certifiers do not designate a 

local registrar  
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 Determining if certificate was droppted to 

paper by the medical certifier: 

 EDR and DTP numbers at bottom 

 Manually signed by funeral director in item 20 

 Item 27, Signature of Certifier, contains a 

printed name and the words “BY 

ELECTRONIC SIGNATURE” 
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Records Dropped to Paper by Medical Certifiers 



 These records cannot be accessed through 

the SEARCH function (binoculars) 

 You must access them through the NEW 

screen 

 From ‘Local Registration’ 

 Select the New icon, or 

 Click on Registration from the toolbar, and select 

NEW from the pull-down menu 
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Records Dropped to Paper by Medical Certifiers 



Click the New 

icon 
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Enter the  

Date of Death,  

EDR Number, and Gender 

Click Find Record 
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Click ‘OK’ 
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Compare DTP Number on 

paper record to your screen; 

they must match 
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What if the drop-to-paper counter 

doesn’t match? 

 Contact the funeral home/medical certifier 
(whichever entity dropped to paper) 

 Request that they provide to you the record 
matching the DTP counter 

 Decision point 

 Why do the DTP counters not match? 

 Require replacement record 

 Contact Help-TER for reset 
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Complete all of the 

yellow fields 

122 



Save and get SSN 

validation 

response 

123 



Save again and 

get Release 

prompt 
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Knowledge Check 

 EDR numbers start over every year, so more 

than one record can have the same number. 
 True 

 False 

 

 You can tell if a death certificate was dropped 

to paper by a medical certifier because: 
 It has a DTP number in the lower right corner 

 The funeral director manually signed the record 

 Item 27 contains the printed words “By Electronic Signature” 
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Rejections & Errors 

127 



“Ownership” of TER Records 

 Once the Local Registrar has accessed a 

record in TER and clicked SAVE, the funeral 

home and/or medical certifier can no longer 

access that record 
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 Even if you do not enter any information, 

clicking SAVE takes possession of the record 

and locks the record to all other TER users 

 If you are viewing a record, but it is not ready 

to be processed by your office – DO NOT 

SAVE 
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“Ownership” of TER Records 



 If the Local Registrar has taken possession 

of a record, but the funeral home needs to 

DTP again: 

 Contact Help-TER@dshs.state.tx.us to request 

that the record be unlocked 

 The local registrar will access the record from the 

Search function after the new record is presented 

for registration 
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“Ownership” of TER Records 
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Returning Records 

 Provided you did not SAVE the record in TER, 

the funeral home can then: 

 Access the TER record through the Search function 

 De-verify the record 

 Verify the record again, which will generate a new 

DTP form and increase the DTP counter 

 Have the certifier complete the record 

 Return to your office for filing 
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Local Registrar Print Queue 
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 Locals using TER now receive birth, death, 

and medical amendments, and new 

records based on adoption and paternity, 

via TER 

 Amendments are available to you 

immediately upon filing with VSU 

 Effective for amendments filed as of June 

13, 2007 
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Local Registrar Print Queue 



 Before accessing the Local Registrar Print 
Queue for the first time, you must first set your 
printers for all of the forms you will be able to 
print from the Local Registrar Print Queue.  The 
forms you will need to set up are:  

• Amendment to Certificate of Birth-VS171; 
• Birth Certificate-VS161;  
• Local Print Queue Listing;  
• Amendment to Certificate of Death-VS173; and  
• Amendment to Medical Certification-VS174.1.  

 

134 

Local Registrar Print Queue 



From the Utilities 

Menu - Select  

‘Printer Setup’ 
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Set the printer for 

each report 

indicated 
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 Now you are ready to access the queue. 

 

 NOTE: You will do this from the Birth 

screen, even to retrieve death 

amendments. 
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Local Registrar Print Queue 



Under Processing, 

click on  

Birth 

138 



 The ‘Local Registrar Print Queue’ is 

under Queues on your toolbar 
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Under Queues, click on 

‘Local Registrar Print 

Queue’ 

Local Registrar Print Queue 



 You will first print out a list of the records 

in the Local Registrar Print Queue by 

clicking on ‘Listing.’ This provides you 

with information on all of the records 

currently in the queue. 
 

NOTE: You will need to print the listing prior to 

printing any records from the queue. The listing 

may be your only method to determine which 

record is associated with each amendment or 

replacement record you will be printing.*** 

140 

Local Registrar Print Queue 



Click Listing to 

generate a list of the 

documents to be 

printed 
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Local Registrar Print Queue 

 You will be receiving the following 

records in your queue: 

 Birth amendments 

 Replacement records 

○ New records based on adoption 

○ New records based on parentage 

 Death demographic amendments 

 Amendments to Medical Certification of 

Certificate of Death 
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Local Registrar Print Queue 

 Next, in the Document Filter drop-down 

field, select from the following: All 

Documents, Birth Amendments, 

Replacement Records, Death Demo 

Amendments, and Death Med 

Amendments.  
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Click the down arrow 

to view the filter list 
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Local Registrar Print Queue 

 You will NOT be receiving valid 

Disinterment Permits at this time 

 If you receive a Disinterment Permit in your 

queue, print it and destroy it 

 File copies of Disinterment Permits are still 

being mailed to local registrars 

 

146 



Local Registrar Print Queue 

 In the ‘In Queue’ drop down field, 

select the record you want to print 

and click ‘Print’.  
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Click the down 

arrow to view the 

records in queue.   

Click on the 

desired record to 

bring to screen. 
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Click Print to print the 

document. 
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Local Registrar Print Queue 

 Repeat until all records have been printed for 
each type of document.  
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If you need a record re-sent because of a printing failure, 

send your request to Help-TER@dshs.state.tx.us.  Please 

be sure to state in your email that you were accessing the 

record from the “Local Registrar Print Queue” so that the 

support person will know what type of record you are 

requesting. 
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Voter Abstract AD-HOC Report  

 Select “Adhoc – User Level” from the 
Report Menu. 

 

 

 

 

 

 

 

 Select the Open Saved Query” icon.  
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Voter Abstract AH-HOC Report  

 Scroll down 

and select 

the report 

“VOTER 

ABSTRACT.” 
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Voter Abstract AD-HOC Report  

 Enter the start and end date of the report you want to 
run.  

 

 Example: 06/01/2013 through 06/30/2013 
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Voter Abstract AD-HOC Report  

 Enter the start and end date of the report you want to 
run.  

 

 Example: 06/01/2013 through 06/30/2013 
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Saving AD-HOC Report 

 Select the Save to File 

icon.  

 

 Select the folder you 

want to save the file in.  
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Saving AD-HOC Report 

 

 Name the file in the File Name 

field and indicate that the file 

should be saved as a text file 

(.txt).  
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Filing Amendments For Birth Records Only 

Filed At The Local Registrar’s Office 
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form. See 
back of 
application on 
amendment 
requirements.  
Call VSU if 
need 
assistance.  

C
o

m
p

le
te

 V
S

-1
7

1
.1

 R
e

v
 1

/1
9

2
 

Type or print 
NEATLY.  
This will 
become part 
of the original 
birth record.  
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Date 

document 

was 

originally 

created or 

signed. 

Part I Should be completed 

with information as it appears 

on original record. 

Date 

Document 

was 

issued. 
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Written Records Preservation 

Plan and  Instructions   

Retention Schedule 
for each type of 

document stored in 
your office. 

Security procedures 
for vital records.  

[HSC 191.026 (Page 5-
6)] 

Properly disposing 
of voided security 

paper. 

Procedures on How 
properly Store of 

Vital Records  and 
security paper in 

your office. 
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Written Training Manual for Vital 

Statistics Policies and Procedures 

Record acceptance 
[HSC 191.027 (page 

6)] 

Issuing BTP during 
and after hours [HSC 
191.022 (c) (page 4)] 

Issuance of Certified 
Copies, tracking 

security paper, and 
voiding certificate 

paper.  

Filing amendments 
and supplemental 

records [HSC 
191.030 (page 6)] 

Reporting Fraud 
[HSC 195.001 (b) 

(page 24)] 

163 



TER Help Desk 

 http://texasvsu.org 

 

 1-888-963-7111, Extension 3490 (or 512-776-3490) 

 

 help-TER@dshs.state.tx.us 

 

 Phones and E-mails—monitored 8-5, Monday—Friday 
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Your Questions 
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